VM3COP20.26 - Sending Delivery Notifications

Shippers Have Collected

Before shipping notifications can be sent, shipments need to be moved from

the “Shippers Have Collected” list.

This list can be found from IntraStats, click on the “Opera Data” icon and click

on “Shipper SignOff Collection”.
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In this list you will find all shipments which have been invoiced and are

awaiting collection by our couriers.

You can move all shipments for Royal Mail or UPS.

NOTE: Only move shipments for other couriers when confirmation is received
from goods out that the shipment has been collected. Any shipments which
have been there for a few days need to be chased with goods out.
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By clicking the “Delivery has been picked up by
the “Sending Delivery Notifications” page.
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Sending Delivery Notifications

From IntraStats, click on the “Opera Data” icon and click on “Delivery
Notifications”.
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Select the Host Company “Viamed Ltd.”
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You will be presented with a list of orders which have been shipped.
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" Locate orders with a tracking number and associated email address,
download copies of the delivery note and invoice by clicking the arrow button
to the left of the references.

Click “Email”.

Note: Should you receive a blank screen when clicking this link, you may not
have the relevant extension in your browser. If using Google Chrome please
add the following extension and refresh the Shipping page before attempting
again.

Google Chrome Mail to Extension:
https://chrome.google.com/webstore/detail/mailto-for-
gmail/dgkkmcknielgdhebimdnfahpipajcpjn?hl=en-GB
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Gmail will open and prepare an email for you. Ensure the courier is inserted in
the subject line, add if not.

‘Viamed Order Royal Mail Delivery Tracking KX793452486GB

malcolm.brenkley @inspiration-healthcare. com

Viamed Order@oyal Mail Delivery Jracking KX793452486GE

Dear Malcolm Brenkley
| am writing to inform you that your order SRS65402 has been dispatched

Please do net hesitate to contact me if | can be of assistance.

Kind regards

Skype: yiamed.kal

medLid
ok com/ViamedLtdUK

Titter: tuitter
Facebook Pag

Company registered in England, No. 0129176.
E-mail Disclaimer
The infermation in this email is confidential and may be legally privileged

It is intended solely for the addressee. Access to this email by anyone else is unauthorized
If you are not any action taken

ded recipient, any disclosure, copying, distribution or or omitted to be taken in reliance on i, is prohibited and may be unlawful

If you feel you have received this email in error or weuld like to be removed from our mailing lst, please reply with delete in the subject line or call +44 (0)1535 634542

Check all details carefully and personalise where required.

Attach copies of delivery note and invoice — do not send invoices to UK
hospitals, just delivery notes.

Copy and paste the signature from your Gmail account and insert at the
bottom, when the email has been prepared, click “Send”.



Return to the Delivery Notifications screen and click “Remove from List” next
to the appropriate order. This order will then be removed from the screen.
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For orders where there is not an email address, one must be located. These
are often found on purchase orders, you will need to locate this by searching
the delivery note, invoice number or customer reference in the search bar at
the top right of your Intrastats screen.
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Click the “Original Details” green button and locate the customer order in the
“Customer Order PDF” section.

Once the email address has been located, click on the search dropdown and
select “Contacts” and input the company or contacts name into the box.

Click on the correct account name or CID number. The company highlighted
in green is the one which has been used most recently.

ch‘729 TR I Contacts #9 Medivent Ltd (Euro) Dublin 0035 316 280338 Company Distributor Credit Credit Cr
Click on the contact’s name.
Click the edit details icon. £

Locate the “Primary Email” field and enter the email address.

If any further information is written on the purchase order, such as a direct
telephone number, enter these details. Click “Update” to save. [UpDATE |

Return to the “Delivery Notifications” page and follow the steps at the
beginning of this document.



VST and HumanMed Delivery Notifications

For VST and HumanMed delivery notifications, proceed as with Viamed but
select the relevant host company. Ensure when sending the email, that you
change the email address from which you are sending.

To do this, when Gmail opens, click on the recipients email address, the “To:”
and “From:” fields will be visible.
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Pieter@revo-rebreathers com

med_co uk>
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Dear Pieter Decoene,

| am writing to inform you that your order has been dispatched

Please do not hesitate to contact me if | can be of assistance
Kind regards

] Katie Evans
i Ditp: vy vandagraphst com/

anda
Email katie.evans @vandagraphst.com
Tel: +44 (0)1535 6349500
Fax: +44 (0)1535 635582

Company registered in England, No. 03116432
E-mail Disclaimer
The information in this email is confidential and may be legally privileged.

| It is intended sclely for the addressee. Access to this email by anyene else is unauthorized
If you are not the intended recipient, any disclosure, copying, distribution or any action taken or emitted to be taken in reliance on it, is prohibited and may be unlawful

- If you feel you have received this email in errer or would like to be removed from our mailing list. please reply with delete in the subject line or call +44 (0)1535 634900

Click on the downward arrow next to your email address and select your VST
or HumanMed email address. If you do not have these options, speak to
Derek Lamb.
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To Pieter@revo-rebreathers.com
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I am writing to inform you that your crder has been dispatched.

Please do not hesitate to contact me if | can be of assistance.
Kind regards

Katie Evans
htt vandagraphst.comy/
Email katie evans(@vandagraphst.com
Tel: +44 (0)1535 634500
Fax: +44 (0)1535 635582

Company registered in England, No. 03116432,

E-mail Disclaimer
The information in this email is confidential and may be legally privileged
4 It is intended solely for the addressee. Access to this email by anyone else is unauthorized.
If you are not the intended recipient, any disclosure, copying. distribution or any action taken or omitted to be taken in reliance on it, is prohibited and may be unlawful.

Ensure you have inserted your VST / HumanMed signature and proceed as
per above Viamed procedure.



